










/st/cfand&m, 

Uv 

CIVIL DEFENCE 








provide the only channel through which the 
The IO’s. chief duty, then, is to establish 

TAKE THE LONG VIEW : 

BE CONSISTENT 



This is not something that can lie done over* 


CHAPTER II 

AN INFORMATION PROGRAM’S 
OBJECTIVES AND OBLIGATIONS 

FEDERAL 
HEADQUARTERSi 

date on federal plans and 
progress affecting them ; 
and to keep abreast of pro¬ 
vincial and local work. 

1 o kceji the public informed through the 
press, radio, TV and other news media of 

federal developments so that the provincial 

and municipal IO’s will have their own 
ground to cover. 

To give leadership and guidance through 
a consistent planned program. 



PROVINCIAL 

HEADQUARTERS 











MUNICIPAL 
HEADQUARTERSi 

of municipal CD 

To tie in provincial and federal programs 
on a local basis. 

To establish and maintain a link between 
municipal headquarters and every outlet for 
CD information in the area. 

supplemented by or in any way involved 
with CD. 

AN INFORMATION OFFICER'S 
QUALIFICATIONS 
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press or broadcasting reporter." He, or she, 


CHAPTER III 


WHERE TO AIM INFORMATION 


O 


DAILY NEWSPAPERS : 


The CITY EDITOR is responsible for 
local news in a daily newspaper. He gives 
reporters their assignments, judges the irn- 

whether a CD item gets into the paper. Tell 
him you represent CD and where to reach 
you any time lie wants information about CD. 
Just don’t make a nuisance of yourself ; he 

No matter how well-written an IO's story 
may be, many newspapers, out of professional 








best with your story. 
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If possible, make the acquaintance of a 
particular reporter, especially if he is interest- 

editors are busy men. But good reporters 
are usually glad to find a chance to dig up a 
story on their own, particularly if it lends il- 

est the reporter. Then let him interest the city 
editor. The reporter will do his best on this 
type of story — it might bring him a byline. 

When a Civil Defence event is planned, 
how do you interest the daily paper 
in it? 

Inform the city editor of it as soon as the 
date is set. Don’t just telephone him. Drop 
in at his office and leave a typewritten 
announcement with all the pertinent facts. 
If it is impossible to deliver the announce¬ 
ment in person, mail it to him. He’ll keep a 
written announcement on his spike or in his 
drawer ; he might forget a telephone call or 
put off entering the details in his assignment 
book. And he likely will hand an announce¬ 
ment to a rewrite man for a brief advance item. 

Remind him when the event is due. If it 
is a big one - the federal or provincial co¬ 
ordinator visiting or an important exercise — 
he will likely assign a reporter and a photo¬ 
grapher to cover the story. 

Prepare in advance double-spaced copies 
of typewritten list of all the principals 

names, ^if any, age, address, position, or any 



Then let the reporter dig up his own story 
and the photographer take his own pictures. 
Stay nearby to provide all the co-operation 
necessary. Some reporters will need more of 

What about less interesting events? The 
routine? 

Most of your stories won't be this news- 

small exercise being repeated, casualty simu¬ 
lation training, first aid classes, lectures. A 
daily newspa|>er usually can t spare a reporter 

organizations have similar activities regularly. 

Be fast with the news. If a story can be 
























ir paper and supply him occa: 
idea on CD. Good editoi 
ild be " Civil Defence is 
iness, ” " Civil Defence as a 
xisting services, ” “ Civil Def 
epted by all to succeed. " 





















































names of local people as a slorv will hold 
GET THE NAMES CORRECT' and include 


CHAPTER IV 

SOME WRITING RULES 
TO REMEMBER 


1 . 

2 . 

3 . 


Check to see that all the questions 
arising about a situation or event 
have l)ccn answered who ? what ? 

the answers into the story as near the 
Write clearly, simply, tightly. Don't 

known words in simple constructions 


4 . 

5 . 


Be clirect. State facts without mo- 

point in the first paragraph. 

are telling the facts to a friend. Where 
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To test an item’s human interest 
appeal, compare it with the news 
stories your wife and mother remem¬ 
bers at the breakfast table. 


PLAY NO FAVORITES ! ! 



Ciive your stories to all interested news 
media. Don’t play off one against another. 
You’ll never get away with it. They all 
know each other. They’ll soon catch on to 
such tricks. 

But il a reporter from one news media calls 
you on his own initiative for information that 
will give his paper or radio or TV station a 
scoop, don't voluntarily tip the competitors 

peting reporter calls about the same thing on 
his own, of course, give him the information. 
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